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Please refer to the applicable union contract for reimbursable expenses.  Union 
contract language that explicitly addresses reimbursable expenses supersedes 
the Standardized Travel Regulations.  Please also refer to DEQ Personnel 
Policy 2.11. 

 
SECTION 5-TRANSPORTATION 

 
General: 
The Department of Management and Budget, has statutory authority to serve as the primary 
motor vehicle control agency; formulate vehicle usage policy; maintain fleet operations; and 
establish conditions for the use of private vehicles on official business. 
 
A DEQ employee is expected to use the most economical method of travel available.  
This requires each employee and the employee’s supervisor to plan appropriately, 
evaluate travel patterns, car pool when appropriate, and evaluate alternatives to travel, 
such as conference calls and video conferencing.  
 
A DEQ employee is to use a state vehicle for official use only. When on state business, 
drivers are expected to lawfully operate any vehicle in accordance with all state laws. 
 
5.1 Routing of Travel.  All travel must be by a usually traveled route (mileage by freeways 

acceptable).  In case a person travels by an indirect route for their own convenience, any 
extra costs shall be borne by the traveler and reimbursement for expenses will be based 
only on such charges as would have been incurred by a usually traveled route.  If travel by 
most direct route is not possible because of construction, detour, or other legitimate 
reason, the claim for the additional mileage should be separately stated and explained on 
the reimbursement voucher. 

 
5.2 Transportation by Common Carrier.  The Department of Management and Budget, 

Vehicle and Travel Services contracts with a travel agency to handle airline and travel 
reservations. 

 
Refer to Guide to Government Procedure 510.03, CREDIT CARD USAGE, and Guide 
to Government Procedure 1210.02, CREDIT CARDS, which state that “Promotional 
items obtained through use of the State of Michigan credit cards or obtained while 
serving in a State employee capacity are property of the State and must not be used 
for personal gain.” 

  
For further information, please contact the Department Travel Contact (see Contact 
List on last page of policy). 

 
 A. Limitation of Fares. 
 

1. Railroads.  The fare for transportation on any trip should not exceed the regular 
first class fare. Sleeping car accommodations, i.e., bedroom or compartment, will 
be allowed only when the traveler certifies on his/her voucher that no roomette 
was available or the agency head certifies that special accommodations were 
required.  Parlor car accommodations are allowable when trip is more than two 
(2) hours in duration. 
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An employee driving a privately owned vehicle may start and terminate the field 
assignment at their home or official workstation, at the discretion of the agency 
head, provided that reimbursement for such mileage will be based on the State 
Department of Transportation map mileage, or by an industry mileage calculator.  
Where assignments start and/or terminate at the employee's home, reimbursement 
will be based from the home to the field assignment and return but in no case shall 
such mileage charge exceed that had the assignment started and terminated at the 
official workstation. 
 
An employee driving a private vehicle may start and /or terminate the field 
assignment at the employee’s home or official workstation, at the discretion 
of the employee’s supervisor, provided that reimbursement for such mileage 
will be based on the State Department of Transportation map mileage.  Where 
assignments start at the employee’s home, reimbursement will be based from 
the home to the field assignment to termination point (home or office), but in 
no case shall such mileage charge exceed that had the assignment started 
and terminated at the official workstation.  The same rationale applies to 
assignments starting at the office and ending at home, as well as 
assignments starting and ending at home. 
 
The above rule applies to scheduled or non-scheduled workdays. 
 
When using a personal vehicle, staff may obtain an OFFICIAL BUSINESS 
ONLY sign from their division representative, following the procedure 
outlined in DEQ Policy 01-014, Identification of Personal Vehicle Being Used 
on State Business. 
 
An employee who has more than one assigned work location should note that 
mileage reimbursement between the employee’s home and second  work 
location may be treated as taxable income, according to the Internal Revenue 
Service.  Failure to report such reimbursement as income may subject the 
employee and employer to fines imposed by the Internal Revenue Service.   

 
B. Reimbursement Rates.  See published Rate Schedule for mileage rates, and the 

Guide to Government procedure 0410.07 USE OF PRIVATELY OWNED 
VEHICLES for the use of a privately owned vehicle on state business. 

 
Excerpts from Guide to Government procedure 0420.02 TRAVEL EXPENSE 
VOUCHER 
 
• Travel expense vouchers should be prepared, audited, certified, and submitted to 

the department’s respective accounting offices within 15 days after the conclusion 
of the travel or within 15 days after the conclusion of the agency defined travel 
reporting period.  

 
In the DEQ, the “agency defined travel reporting period” is two pay periods.  
Inclusive dates on the travel expense voucher shall coincide with the 
beginning and ending dates of a pay period. 
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“Materiality” will be determined at the discretion of each division/office.  Due to 
union limitations on purchases of safety shoes and safety glasses, these expenses 
must be submitted to the employee’s division for processing using the Vendor 
Statement for Materials and/or Services form EQP4596e. 
 
The State of Michigan has a contract with an office supply vendor.  Whenever 
possible, these supplies should be obtained through a division/office. 
 
Work related photocopies are reimbursable when accompanied by a receipt. 
 
Expenses incurred to serve on jury duty are not reimbursable.   

 
7.2 Attendance at Funerals.  Employees designated as official representatives of an agency 

for attendance at a funeral may claim reimbursement for travel expenses subject to the 
limitation of these regulations, 

 
7.3 Taxicab.  Necessary taxicab fares from home or office to station or other terminal, and 

from station or other terminal to home or office, is allowable.  Taxicab fares at a temporary 
workstation are allowable where unusual conditions do not permit the use of public 
transportation.  A statement explaining the necessity must be made on the voucher in the 
latter case. 
 

7.4 Telegrams/Fax.  Charges are allowable when necessary for official business when letters 
will not suffice.  A copy of each message must be attached to the voucher.  Personal 
messages must not be sent at State expense. 
 

7.5 Telephone.  Charges are allowable when necessary for official business when telegrams 
or letters will not suffice.  Dates, place, and person called and nature of business must be 
shown on the voucher for all calls. The most economical rate available for a telephone call 
should be used.  The State is exempt from payment of the federal excise tax and this tax 
should not be paid in any case where it is possible to get tax exemption. 
 

Personal cellular telephone expenses incurred for official state business are not 
reimbursable on a travel expense voucher.  A copy of the original cellular statement 
may be submitted to the employee’s division for processing using the Vendor 
Statement for Materials and/or Services form (EQP4596e).  Identify persons called 
for all business related calls. 
 

 
7.6 Incidental Expenses.  Reimbursement for incidental expenses will be allowed as per 

Rate Schedule. 
 

The tip rate from the Rate Schedule is to reimburse the traveling state employee for 
expenses associated with an overnight stay.  This is defined as a 24-hour period or 
per night lodging.  It does not apply to tips on meal service.  Meal service tips are 
included in the meal allowance rate. 

 
7.7 Business Expense.  Charges for handling business equipment and baggage are 

allowable when such charges are incurred as a necessary expense of the trip and not for 
the convenience of the traveler.  The actual cost of handling equipment, displays, etc., is 
allowable when fully explained and justified. 
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7.8 Guest Meals.  The cost of guest meals is allowable only if it can be shown that such cost 

was incidental and necessary to the conduct of official state business.  In no case will the 
amount allowed be in excess of the maximums established in these regulations for group 
meetings.  Full explanation must be given on the voucher, including the name of and 
position held by the guest.  Meal expense for no more than 5 non-state guests, invited for 
a meal only, for consultation and advice on matters of state business, may be reimbursed 
at actual cost not to exceed Group Meeting rates.  An identification of state business must 
be stated on the voucher.   Participating state employees may be reimbursed at the group 
rate. 

 
Guest meals must receive prior supervisory approval, when at all possible. 

 
7.9 Registration Fees.  Enrollment or registration fees for conventions and meetings of 

associations or organizations are allowable for employees attending as official 
representatives of the state.  Receipts must be attached.  A program, literature, or receipts 
must be attached showing whether or not meals are included in the fees.  If an employee 
is traveling on a per diem basis and meals are included in the registration fee, 
corresponding deductions shall be made based on the schedule for separate meals. 

 
The DEQ does not allow registration fees to be reimbursed on travel vouchers.  A 
reimbursement request for approved registration fees paid by the employee should 
be submitted to the employee’s division for processing using the Vendor Statement 
for Materials and/or Services form EQP4596e.   
 

7.10  Rental of Rooms.  Expenses for rental of special hotel rooms for meetings will be 
approved only when state-owned facilities are not available.  Approval from the 
department head is required.  Receipts are required. 

 
Expenses for rental of special hotel rooms for meetings are not allowable on the 
travel expense voucher.  Prior approval for this type of expense must be obtained 
from the employee’s division and the Financial and Business Services Division 
Chief. 
 

7.11  Samples or Evidence.  Explanation of purchase, and receipts where practical, must be 
attached to the voucher. 

 
7.12  Postage.  Small amounts of postage will be allowed as needed.  Frequent travelers 

should provide themselves with perforated stamps from agency supplies.  When overnight 
delivery is necessary reimbursement will be made with a receipt and explanation attached 
to the travel voucher. 

 
 

SECTION 8-EXPENSES NOT ALLOWABLE 
ON TRAVEL VOUCHERS 

 
8.1 Civil Service Examinations.  Travel expenses of state employees for the sole purpose of 

taking Civil Service Commission examinations, written or oral, are not allowed under any 
circumstances. 

 












